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RUNNING A TRANSCRIPT REPORT
IN THE MICIHGAN ELECTIONS ELEARNING CENTER

VIEW YOUR TRANSCRIPT
On the homepage, in the Transcript box,

1. Click the link to view Training and Materials

2. Click the Active button and click Completed to _
see all your Completed items / Click here to view your Training and Materiahg\:l-/

|
Active ¥, 2

N/

v jActive

Completed

GENERATE A TRANSCRIPT REPORT

On your transcript page

1. Click the Options button
2. Click Run Transcript Report
This gives you the most information

Transcript for: 1 .
N

*ﬁ s.f* —
d Add External Training

Did the item you launched not open? Allow pop-up windows on your computer. Click he
Export to PDF

Mark items complete to move it from Active to your Completed transcript.

Meed help with the Transcript Page? Click here for instructions. Print Transcript

Run Transcript Report 2
Click on the buttons below to see more options: pLneR \'--..../

Active to Completed: By Date Added for other Sort Options; All Types for Filtering by Type
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At the bottom in the Advanced section of the Transcript Report page

4. Check the Include Training Detail Information

5. Check the Training Hours box (Not all items in the eLearning Center have hours associated to them
since some manuals and forms are considered self-paced).

6. Click Run Report

This will generate a file to download to your computer. Based on your computer settings you can either

save the file to your computer or open with a specific program like Excel.

If the report doesn’t open in excel, please check your Excel settings listed on the next page.

Include Associated Training (Curriculum Training and Pre ar Post Work)
Include Archived Training

Include Completed Training Only

Jlnclude Training Detail Information .\_‘\:4;/

Address L | Drice ession Type Training Purpose 6
) Credits 5 raining Hours ') Yersion \_// Run Report
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IF THE REPORT DOESN’T OPEN IN EXCEL, CHECK THE PROTECTED VIEW SETTINGS

— ]

In Excel, click Home Populz

1. File

2. Options b save

3. Trust Center Save As

4. Trust Center Settings

5. Protected View + | Save as Adobe PDF

6. Uncheck the Protected View boxes

[ Open
7. OKtosave

i 5€
*Also, in the Trust Center check File Block Settings to ensure you are not blocking i]i ' ' '
specific types of Excel file types from opening or saving

d¥ .
[ —— |
] General
Help keep your documents safe and your computer se
. .
Formulas |ﬁ Dptlnns
Proofing Protecting your privacy E Exit
: Save Microsoft cares about your privacy. For mare information about how Microsoft Exce,
helps to protect your privacy, please see the privacy statements.
| Language i )
Show the Microsoft Excel privacy statement
Advanced Office.com privacy statement
Customer Experience Improvement Program
| Customize Ribbon
a Quick Access Toolbar Security & more o P

Learn more about protecting your privacy and security from Office.com.

Add-Ins
. Trust Center Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy setti
These settings help keep your computer secure, Trust Center Settings... ]

recommend that you do not change these setting

Trust Center

Trusted Publishers Protected View

Trusted Locations . i . i i . i L
Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help minimize harm

to your computer, By disabling Protected View you could be exposing your computer to possible security threats,
Enable Protected View for files originating from the Internet

Trusted Documents

Add-ins Enable Protected View for files located in potentially unsafe locations (0
ActiveX Settings Enable Protected View for Qutlook attachments ()
Macro Settings Data Execution Prevention

Protected View Enable Data Execution Prevention maode (i)

Message Bar
External Content
File Block Settings

Privacy Options

. ok | [ canca ]
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